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PREFACE 



Thb occasion of the preparation of this little mannal was,' that 
at an examination of a class in book-keeping, in one of our prominent 
schools, I observed that much more time and attention were given 
to the stndy than seemed necessary ; and it was also apparent that 
a good deal of this overdoing is the fault of the text-books in cnrrent 
use. It seemed to be very desirable to simplify the subject, and I 
have accordingly attempted to put in a small compa^ all that is 
essential to be taught in schools. Book-keeping is not a mysterious 
art. It may be learned by any intelligent youth in a few days, and 
without keeping a series of imagined accounts ; and, if need be, with- 
out the help of a teacher. 

In the following pages the character of the books generally used 
in regular business houses, and the method of keeping them, are ex- 
plained ; but I have not encumbered the work by attempting to give 
forms of such accounts as are peculiar to special kinds of business, 
such as that of railroads, banks, brokers, and some commission and 
shipping accounts, or to embarrass the learner with a knowledge of 
much that he may never practice, even if it should be his vocation to 
keep such accounts ; for, if such should be his business, he will begin 
as assistant, and, with a clear perception of the principles taught, he 
will learn more from observation and practice in the office or count- 
ing-room in a week or two than he can at school in a year, Nor 
have I given forms of various supplementary books in use, more or 
less, in mercantile and commercial houses. These are of the nature 
of memoranda, and are not essential to the art or practice of book- 
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keeping, bnt are adapted by each conoem to its wants, as they may 
be suggested by experience. 

When the learner thoroughly comprehends the principle involved, 
and bears in mind the purpose for which books are kept — viz., to 
record business transactions in a clear and intelligible manner and 
with such method as will enable him to ascertain promptly and 
accurately the condition of eacii account — ^he will be able to modify 
the forms of his accounts and to adapt them to the neoessiti^ and 
peculiarities of any sp^ial transactions. 

Many minor adjustments are purposely left to the discretion of 
the book-keeper, or to the person who employs him. The exercise 
of their judgment, so made necessary, will afford them a clearer in- 
sight into the condition of their affairs, and prevent the errors which 
are sure to be made when too much dependence is placed upon mere 
technical forms and rules. 

One purpose in writing this book has been to show that book- 
keeping may be so easily learned and practiced that those who study 
it, though. they may not go into what is technically called business, 
may be induced to keep systematic accounts of their affairs. Farm- 
ers, especially, need more accurate knowledse of the results of their 

etc. Without such knowledge they may go on for years, losing in 
one direction all they make in another, and never suspect the cause 
of their want of success. With a clear understanding of the princi* 
pie of Double Entry, any intelligent farmer can devise a system of 
accounts by this method that may serve the purpose of saving him 
much unprofitable labor. Of course, it can not be as exact and com- 
prehensive as mercantile accounts should be, but it should be correct 
as far as it goes. 

The morals and philosophy of business, and much else usually 
treated of in works on book-keeping, belong rather to political econ- 
omy, and are, therefore, omitted, B. H. M. 
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BOOK-KEEPING. 



BooK-KEEPiKG is the art of recording, in a concise, com- 
prehensive, and intelligible manner, the business transactions 
of a person, copartnership, or corporation. It should be con- 
cise, using as few words as are compatible with clearness ; it 
should be comprehensive, to the extent of stating transactions 
so fully as to present all their important points ; and it should 
be so intelligible that an expert, or any one moderately con- 
versant with affairs, can make from the books a concise, com- 
prehensive, and intelligible statement of the condition of the 
affairs of the party whose transactions are therein recorded. 

There are two methods of keeping books, known as Single 
Entry and Dovble Entry; and there are two kinds of ac- 
counts — Personal Accounts and liepresentative Accounts. 
Personal accounts show the state of affairs between the party * 
for whom the books are kept, and other persons, copartner- 
ships, or corporations. Representative accounts are such as 
are kept to show how some parts or branches of the business 
stand from time to time. They are Oashj Merchandise, In- 
terestj Expense, BiUs Payable, Bills Receivahle, etc. These 
pertain to most kinds of mercantile and manufacturing busi- 
ness ; but it will be readily seen that there may be others, 
adapted to special kinds of business. 

* The term pwrty is used to designate a person, firm, copartnership, or corpora- 
tion. 
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This method is adapted to the needs of parties who have 
bnt few business transactions to record. It is called Single 
Mfdry because each entry (the record of a transaction is called 
an entry) is a charge to some party or account without a cor- 
responding credit to some other party or account ; or, a credit 
to some party or account without a corresponding debit or 
charge to some other party or account \ and to distinguifidi it 
from Double Entry. 

Accounts by this method are mostly personal, that is, with 
persons, showing who are indebted to the party keeping the 
books, and to whom the party is indebted. It does not admit 
of keeping representative accounts without additional labor. 
Nevertheless, some such should be kept, particularly a eash 
account, in order to be able to tell at any time how much 
cash one should have on hand ; it will serve, also, to detect 
any errors or omissions in entering receipts or x>&ynients of 
cash, by showing the difference between the balance of this 
account and the amount of cash on hand. 

The keepiDg of such an account in the Ledger involves 
making two entries in the Day-Book for each transaction 
when cash is paid or received ; thus, if John Jones pays you 
$100 on account, you make the following entries in the Day- 
Book: 

John Jones Cr. 

For cash re(fdfrom him on^* 



Cash Dr. 

For cash rec^d from John Jones on ^ 



100 



100 



* " On ojc " means a payment, or a receipt, without reference to the amount 
owed. It may be a part, or it may be more than the whole of the ^ When the 
exact amoimt owed is paid, it should be entered as paid in fuU» 



SINGLE ENTRY. 9 



This is more cnmbersoine than and not so simple as Donble 
Entry, as will appear when we come to treat of that method. 
It is, therefore, better in Single Entry to have no representa- 
tive acconnts in your Day-Book and Ledger, bnt to keep in 
a separate book, in the nature of memoranda^, ^nch simple 
records of receipts and payments of money as will answer the 
purpose stated-H3imilar to those in the Pouble Entry Cash- 
Book, which see. If the party keeping the books is a mer- 
chant^ a similar book, called Invoice-Book, may be used for 
merchandise ; into which all bills of merchandise purchased 
may be copied^ or pasted, or gummed. Having this book to 
refer to for particulars^ a less detailed entry in the Day-Book 
will be sufficient. 

But in all cases of regular mercantile business, esi)ecially 
if it is considerable, it is safer, less laborious, and more satis- 
factory, besides securing greater accuracy, to keep accounts 
by Double Entry. 

From the f oi:egoing it will be seen that the only indispen- 
sable books in Single Entry are a Day-Book and a Ledger. 

THE DAY-BOOK. 

I 

In this book are to be recorded the transactions of the 
day, as they occur, in a manner similar to the examples in 
the Single Entry Day-Book following. 

THE LEDGES. 

In the Ledger aU the entries in the Day-Book are to be 
recorded, in a brief or condensed manner, under their re- 
spective titleis or healdings. This process is called posting: 
it consists in making in the Ledger a short record of each 
entry in the Day-Book under its appropriate title, showing 
the date of the transaction, its amount in dollars and cents, 
and the page in the Day-Book from which it has been taken. 
At the same time the page of the Ledger on which the entry 
has been posted must be written in the Day-Book against 
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the entry x)Osted, to facilitate reference from one book to the 
other. 

The few Day-Book and Ledger entries that follow will 
serve as a guide to the entry of any transaction that is likely 
to be made by parties who prefer to keep their books by 
Single Entry. 

The Day-Book entries are snch as may be made by any 
person not engaged in mercantile business. 

If a merchant prefers to keep his accounts by this method, 
he will have no difficulty in making appropriate entries. But 
if he has intelligence enough to manage any mercantile busi- 
ness, he has enough to keep his accounts by Double Entry. 
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DAY-BOOK. 

A. 



Account-books are usually lettered on the back with the title of the 
book, its letter J or number, and the name or initials of the owner. When 
more books of the same kind are required, they are to be lettered or num- 
bered in sequence. 
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IpsvricK, JcLTLTzary 5, 1883. 



18 



18 



19 



21 



19 



BO 



John Lord, Dr. 

For 1 bil potatoes 
" B days' work on his new ham 

Feb. 10. 



Joseph Tenni/y Dr. 

For my hay horse, sold him, to be 

paid on the 1st of July next 

March 15. 



John Lord, 

By cash rec^d on ^ 

April 17. 



Or. 



Oeorge Brown, 
For lOi tons coal, 
payable Oct. 1st next 

May Jjh " 



Or. 



Israel Jewett, Or. 

For 1 quintal codfish 

" 100 lbs. brown sugar @ 7<^ 

" 60 " corn-mecU ®2^ 

Juns 12. 



Joseph Tenny, Or. 

By cash reffd from him on ^ 

July 6. 



Dr. John Palmer, Dr. 

For a load of hay, 16 cwt., @ tBO 

per ton 
For 10 bushels oats @ 60^ 



6 




8 

125 
00 
68 

U 
75 

ei 






% 












6 
7 
1 










15 
6 





26 



In all account-books and accounts, dovhU lines are placed before, or on the left 
hand of dollars. 

The column on the left is for the Ledger page to which the^icoonnt is posted. 
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Tpsw^ix^Kj July 6, 1883. 



21 



20 



18 



20 



21 



18 



18 



Dr. John Palmer ^ Or. 

For medical services in my family 

as per his bill rendered to date 

Aug. 1. 



Israel Jewett, 

To cash paid him in full 

9. — 



Dr. 



John Lord, Dr. 

For 6 days^ work repairing barn 

@ %2^ per day 
For ij m. pine boards @ %18 

perm. 

Sept. 10. 



William Dodge, Dr. 

For 6 cheeses, tat. 210 lbs., @ 

12i^ 

For 2 bbls. cider @ |5 

10 doz. eggs @ 18i^ 

15. 



a 



William Dodge, Cr. 

By 1 bbl. Haxall flour 
* * 100 lbs. granulated sugar @ 9^ 
" cash to balance my bill of 
yesterday 

Oct. 1. 



Oeorge Brown, 

For cash paid him on ^ 

JVbv. 4. — 



Dr. 



Joseph Tenny, Dr. 

For interest on bal. of his ^from 

July 1st to date, being on %60 

for i mos., is 
Less, on %75pd. 18 days before due 



12 

27 



26 

10 

1 



10 
9 

19 



60 



25 
80 



05 



28 



17 



50 



U 



39 



50 



S8 



05 



38 



05 



18 



25 



77 
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TpsT^rLcTi, J^o^renribeT d, 1883. 



19 


Joseph Tennyy Cr. 
By cash redd from him in full 




15 
75 


50 
88 

28 
100 

Vt 

100 


77 


20 


Israel Jewett, Br. 
For 10 Ills. Baldwin apples @ 

%2.00 
For 5 hhls. russets @ %1.76 


20 
8 


75 








21 


Israel Jeweft, Cr. 
By 3^ yds. broadcloth @ $i 
" cash to bal. my Ull of 10th 
inst. 




76 








21 


Israel Jewetty Cr. 
By cash borrowed of him 






18 
19 


John Lordy Cr. 

By his note @ 4 mos. from Aug. 

9th with interesty to bal. ^ 

^0 




50 


20 


Israel Jewett, Dr.* 
For my note of this date, payable 
to Ms order in S mos. with in- 
terest (given for loan as above) 
for 







* This note is charged to Jewett because it discharges his account for so much. 
It is payable to his order, and is, therefore, negoHMe; that is, he may transfer it 
to some other party by simply indorsing it, in which case it would be payable to 
the holder; or he may indorse it to the order of some other party, in which case 
it would be payable to that party. 
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A. 



a 
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5>r. 



JbTcrt ZdOrcL. 



1883. 

Jan. 6 
Aug. 9 



To sundries 



13 

u 



8 
39 



47 



60 



60 





Jbsej>K Tervrty. 






1883. 

Feb. 10 
Nov. i 


To horse 
" interest. 


IS 
U 


1S5 


77 




126 


77 









O-eovge ^roTTTt. 




Whenever an <jfc is settled and will balance, it is well to strike a hakmce by 
ruling off as above, to show that the f'fc has been settled to that date. 

The column at the left hand of those for dollars and cents is for the Bay-Book 
page from which the entry is posted. 
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19 







JoKti JjovcL. 






Or.* 


1883. 
Nov. 20 


By note 


\ 


15 


47 


50 




47 


60 






• 







JoaejpTh TeTvny, 






1883. 

June 12 

Nov. 4 


By cash 

if i( 


13 
15 


75 
50 


77 




125 


77 









Cho-nge ^rowTi. 




* It is unnecessary to write "Dr." and "Cr." in the Ledger, because the left- 
hand side is always Dr. and the right is always Cr. 

The Dr. and Cr. sides of these Ledger accounts are on opposite pages, because 
fhiA book is too narrow to have both on one page. In account-books they are 
usually both on one page* 
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Jsraei JeTsrett. 






1883. ^ 
Aug. 1 


To cash 
" sundries 
" note 


u 

15 
IB 


U 




Nov. 10 


Z8 


75 


" 20 


100 













^v. JToKtv JPaimev. 






1883. 










July 6 


To sundries 


13 


21 





'WilliarrL S)ocige. 



1883. 
Sept. 10 



To sundries 



U 



38 



05 



SINGLE ENTBT LEDGER. 



21 





Tarael J&v\rett. 






1883. 
May 4 


By sundries 
*' cash 


13 
15 
15 


U 




Nov. 15 


28 


75 


'' 20 


100 











®r. JbTvrt ^alTnep, 




WUlixtTTL S)ocige. 



1883. 
Sept 15 



By sundries 



U 



38 



05 
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BOOKS EEQUntED. 

Day-Book, and its brandies, the 

Cash-Book, 

Invoice-Book, 

Sales-Book. 
Ledger. 

Other books, which, though they oonstitate no part of accounts, may 
be kept for conyenient reference. 

The most necessary are records of Bills Payable and Bills Beceivable. 
Blanks for these are to be found at the stationers; they explain them- 
selves. 



DOUBLE ENTRY. 

The records of any considerable business— commercial, 
mercantile, manufacturing, or other important business — 
should be made by the method of Book-keeping known as 
Double Entry; because, though apparently more complex 
than single entry, it will be found not only simpler, but that 
it requires less writtag, while it presents a more detailed and 
more comprehensive view of one's affairs. 

As the name implies, each entry is double ; that is, it has 
a debit and a credit side, the amounts of which are always 
equal, and so has to be entered twice in the Ledger — to the 
debit of one account, and to the credit of another. 

The fundamental principle of this method is, that wTiat- 
eoer is received^ or comes in, is deiited, and that whatever is 
given, or goes out, is credited. As, in nearly all transactions, 
something is received or something is parted with, it will be 
easy to determine either the debit or the credit side of the 
enlry to be made ; a little reflection will enable you to decide 
what account should be on the other side. Thus, if you buy 
merchandise of John Brown and give him your note for it in 
settlement, the entry in the day-book will be ^^Merchandise 
Dr. to Bills Pay able. ^^ Merchandise would be charged be- 
cause it comes in, and Bills Payable would be credited be- 
cause a note payable goes out. But this is not the general 
course of business. When merchandise is bought, even with 
the understanding that it is to be settled for by note, the 
merchandise may be delivered at once and the note not given 
till some time after; the entry, then, clearly will be. Mer- 
chandise Dr., but what shall be Or.? Apparently nothing 
has been given by you, but you owe John Brown — ^he is your 
creditor for the amount of the bill— you, therefore, give him 
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Cr. for it ; so, when you give him the note, nothing appears 
to come in, but it is so evident that Brown's account is set- 
tled by the note given him that you do not hesitate to charge 
him— to make him Dr. for the amount ; and, of course, the 
note having gone from you. Bills Payable is to be credited. 
This is the more apparent when you consider that he may 
transfer the note to some other person ; in which case you 
no longer have anything further to do with him about it 

Now, suppose John Brown owes you $1,000, and you owe 
William Smith the same sum, and he gives Brown an order 
on you for that sum, which he, Brown, presents to you and 
asks you to place the amount to his Cr. Here, apparently, 
nothing has been received or given ; but it is only apparent, 
for if you accept, or consent to the disposal of the $1,000 as 
they ask you to do, you have received the indebtedness of 
Smith and have surrendered an indebtedness of Brown for 
that sum. Therefore the entry wiU be, " William Smith Dr. 
to John Brown — ^f or Smith's draft on me in favor of Brown, 
which, I having accepted it, Brown asks me to place the 
amount to hiis credit, $1,000." The result is the same as if 
you had paid Brown the amount of Smith's draft in cash, 
charging it to him in the Cash-Book, and Brown had paid it 
back to you in settlement of his account, you giving him 
credit for it in the Cash-Book. So, in all cajses of regular 
business, it will be easy to determine what accounts to debit 
and what to credit, if the controlling principle or rule is kept 
in mind. 

Unlike Single Entry, Double Entry admits of keeping 
many Hepresentative accounts. Indeed, it requires many — 
such as Cash, Merchandise, Interest, Expense, Profit and 
Loss, Bills Receivable, Bills Payable, etc. These x)ertain to 
business generally. There are others not so common— such 
as Consignments, Commissions, Beal Estate, Vessels, etc. An 
account may be kept with any particular kind of merchan- 
dise, or branch of one's business, whenever it is desirable to 
know the result of dealings in such artiGle or branch of busi- 
ness.* 
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THE DAY-BOOK. 

This book, as in Single Entry, and as its name implies, is 
for recording all business transactions as they are made from 
day to day. For convenience, and to save making many 
entries in the Ledger, it may be divided into several parts 
(especially where the business is of buying and selling mer- 
chandise), such as the Cash-Book, the Invoice-Book, the 
Sales-Book, and a general Day-Book; in this last will be 
recorded all transactions that do not come under one of the 
subdivisions— the Cash or Sales Books, etc. 

In the Cash-Book aU receipts of cash are to be entered on 
the debit or left-hand side, giving the date^ the title of the 
accounts to which they are to be credited, and the amount re- 
ceived, together with such particulars as will make the entry 
intelligible. These entries are to be posted into the Ledger 
to the credit of the respective accounts, and the amount of 
cash so received is periodically to be posted to the debit side 
of cash account in the Ledger. The periods are usually 
monthly or half -monthly ; they may be shorter if desirable. 
In like manner all payments of cash are to be entered on 
the right-hand side, and posted to the debit side of their 
respective accounts ; and the amount of cash so paid out for 
the period is to be posted to the credit side of the cash ac- 
count. The balance of the account, when posted, will always, 
if there has been no omission or mistake, agree with the cash 
on hand. This balance in the Cash-Book will be carried to 
the debit side, as a beginning of the next period; but, as 
the whole sum received has already been posted to the debit 
of cash, this balance must not be included in subsequent 
postings. — (See Cash-Book.) 

THE INVOICE-BOOK. 

All the purchases of Merchandise are to be copied into this 
book ; or, all the bills, or invoices, may be gummed Into a 



28 BOOK-KEEPING. 



book prepared for the purpose, which is- better than copying, 
because it is less work, and because in this way all the items 
are preserved without danger of errors in copying. The total 
of each bill is to be extended into a column on the right-hand 
side of the page. These are to be posted into the Ledger to 
the credit of the respective parties from whom the merchan- 
dise was bought, and the sum of these totals for the month 
(or shorter period, as the case may be) is to be posted to the 
debit of Merchandise account. 



THE SALES-BOOK. 

In this book all sales of Mdse. are to be entered in detail. 
The parties to whom sales have been made are Dr., and Mer- 
chandise is Cr. In some establishments MUs are first made, 
then a pressed copy of them is taken in a book specially pre- 
pared to serve all the purposes of the Sales-Book. This saves 
much writing, and insures absolute uniformity between the 
bill rendered and the charge in the Sales-Book. The several 
entries in this book are to be posted to the debit of pur- 
chasers respectively; and the total sales for the month, or 
other period, will be credited to Merchandise account. All 
other transactions are to be recorded in the Day-Book (spe- 
cially so called) — such as for notes given or received, under 
the heads of Bills Payable and Bills Receivable, charges and 
credits of interest, discounts, expenses, transfers, and all 
matters that do not properly belong in one of the branch 
books. The entries in this book also are to be posted into 
the Ledger. 

THE LEDGER. 

When all entries in the Day-Book and its branches are 
posted, the Ledger is an epitome of all accounts, and will 
show what is due to, or by, each party or representative 
account. 

Now, it wiU be seen that, but for the sake of easier refer- 
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ence and for saving a multiplicity of entries, especially in the 
Ledger, the entries in the Cash, Invoice, and Sales Books 
might have been made in the Day-Book as well ; and that, 
as they are records of daily transactions, they are parts of 
the Day-Book. 

Sometimes a book intermediate between the Day-Book 
and the Ledger is kept, called the Journal. When this book 
is used, the entries in the Day-Books may be somewhat less 
formal. They are, from time to time, journalized. Journal- 
izing is gathering the several entries to any account under 
one head in the Journal, so as to necessitate but one posting 
of them from the Journal to the Ledger. By the method 
herein presented the advantage of the Journal is secured, the 
work of writing it avoided, space in the Ledger is saved, and 
a source of error is excluded* 

OPENING BOOKS. 

All that is essential to the opening of books is to credit 
each person participating in the business to be done with 
whatever he contributes as capital : if it be cash, in the Cash- 
Book; if merchandise, in the Livoice-Book ; if anything 
else, in the Day-Book. The title of such account, when but 
one person is interested, will be "Capital"; when more than 
one, each contributing partner's name, followed by " capital " ; 
thus, "John Smith Capital,'' to distinguish it from his per- 
sonal account, to which is to be charged the small sums he 
may draw, from time to time, for personal expenses. If the 
business is for an individual who is owing debts, such debts 
must be charged to the capital account, as only so much 
property as he has above his indebtedness can be considered 
capital. If any member of a copartnership is owing debts, 
they need not be charged to his capital account, for the firm 
is not liable for such debts unless it assumes or agrees to 
pay them ; in which case the amount of such debts must be 
charged to his capital account (making it so much less), and 
credited to the parties to whom they are owed. 
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BALAKOING TWE LEDGEB. 

Before striking balances, a Trial Balance may be made. 
This consists in adding together all the balances where the 
Dr. sides of the acconnts are larger, and all the balances 
where the Cr. sides are larger ; if these two snms agree, it 
may be considered that the postings are correct. If they do 
not agree, there is error somewTierey which most be looked for 
and corrected. 

It is customary, at the end of each year, to take an inven- 
tory of merchandise or acconnt of stock on hand ; and, when 
the labor of taking it or interruption to business is not too 
great, at the end of each half-year also. If the amoxmt of 
this inventory is greater than the Ledger balance of Mdse. 
account on the Br. side, the difference is the profit that has 
been made on sales of Mdse. In such case an entry must be 
made in the Day-Book : 

Mdse. Dr. to Profit and Loss. 

For this amt. to mahe the balance of Mdse. acct. agree toith 
ami. of inventory f being prqfits for past mos. 

If the amount of the inventory is less than the balance of 
Mdse. account, there has been loss on sales. The entry, then, 
will be. Profit and Loss, Dr. to Mdse. for the difference. 
When one of these entries has been made and posted, Mdse. 
account may be balanced, and the balance carried down to 
the Dr. side of the account.* 

Cash account may be balanced, and the balance carried 
down to the Dr. side of Cash account. Before balancing In- 
terest account the partners must be credited with interest on 
the amount of capital which each has contributed, and In- 
terest accoxmt charged; then Interest account may be bal- 
anced by charging or crediting (as the case may be) the bal- 
ance to Profit and Loss. The amount, or balance, as it may 

* See note on pa^ 8 of the Day-Book. 



DOUBLE EITTRY. 81 



be, of Expense accoxuit may be, in like manner, charged to 
Profit and Loss. Bills Beceivable and Bills Payable ac- 
counts, also, may be balanced, and the balances carried down. 
These balances must agree with the amounts of such bills, on 
their respective records, remaming unpaid. 

Now, all the Representative accounts have been balanced, 
except Profit and Loss account. This account may be bal- 
anced, if it shows there has been profit made, by charging 
Profit and Loss and crediting QcupUal account with the bal- 
ance when the business is for an individual ; and, when it is 
for a copartnership, by making Profit and Loss Dr. to sun- 
dries-r-the sundries being the Capital accounts of the part- 
ners, which are to be credited with their respective portions 
of such profit, in accordance with agreements in their articles 
of copartnership.* If the Dr. side of Profit and Loss account 
is the larger, that is^ if there has been loss, these entries must 
be reversed. STow these capital accounts may be balanced, 



* When a copartnership is entered into, Articles of Agreement should be care- 
folly made-HBetting forth what kind of business is to be done, what each partner is 
to contribute to it, the duties that each is to perform, the share which each is to 
have, how much each may draw for a specific time from the copartnership funds, 
the duration of the partnership, and any conditions that may be thought advisable 
about the disposal of the assets at the time of dissolution. This will prevent mis- 
understandings, and will serve as evidence in case of the death of any of the 
partners. 

When a young person, with little or no capital, is admitted to partnership in an 
established house, having adequate means, he usually accepts a smaller share of the 
business than his services might seem to demand. This is fust, because he con- 
tributes nothing from which, in case of loss, his share of the loss can be drawn. 
On the other hand, it is only just that he should not be held indebted to the other 
partners (after the copartnership has been dissolved) for his portion of such loss. 
His smaller interest may be considered a fair offset for the larger risk [of loss run 
by the other partners. 

It is recommended, therefore, that this contingency be provided for in copart- 
nership agreements, where young persons without means become partners in houses 
of large means. It may save serious embarrassment for life. 

All other agreements should be reduced to writing, and signed by all parties 
thereto, when practicable ; when not, a memorandum should be made of them at the 
earliest convenient moment. If agreements are to be of long standing, they should, 
for obvious reasons, be witnessed. 
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and the balances carried down as capital for the next i)eriod. 
For examples, see Day-Book and Ledger entries following. 
Other accounts are usually left open till they are settled by 
being paid, or in some other way in the course of business. 
The Ledger, now, is ready for drawing off a Balance-STieet. 

It is not customary, and is quite unnecessary, to keep an 
account with a bank in the Cash-Book and Ledger. A bank 
account may be kept on the stv^s of the Check-Book, and 
the balance in bank regarded as a part of the "cash on hand." 
The bank enters your deposits and collections of drafts, notes, 
etc., and discounts of notes, also (if you have any notes dis- 
counted at the bank), in a Pass-Book which it furnishes. 
Transactions with a bank may be learned in the counting- 
room in a few days. Any further elucidation, in the school, 
of business with a bank is unnecessary. 

Prom a careful study of the foregoing, and of the few 
examples of entries in the several important books that are 
given hereafter, one can learn to open, keep, and balance 
account-books by Double Entry. He will find no difficulty 
in making correct entries of any ordinary business ; and, 
after a little practice, if he is clear^-headed, he will be able 
to record satisfactorily the most complicated transactions. 

After the pupil is thoroughly impressed with the principle 
involved in Book-keeping by Double Entry, and is somewhat 
acquainted with the character of the several books and with 
the general forms of entries, it will be well for the teacher to 
suggest examples and to ask such questions as he may find 
expedient, and require such oral or written answers as may 
further illustrate the forms in which entries should be made. 

A few such questions will be found at the end of the book. 
Others, similar, will be suggested to the teacher by proficiency 
or by the want of it in the pupil. 



DOUBLE ENTRY. 



CASH-BOOK. 



8 



84 



BOOK-KEEPING. 



CctaK. 



1884. 
Jan. 1 



i 



IS 



To Wm. Brown Capital % 
for this ami. contrib- 
uted by Mm to the busi- 
ness as capital 

'* John Smith Capital ^, 
for this amt. contrib- 
uted by him as above 

" Interest, dis. i mos. 
int. on Orinnell & Oood- 
hue^s bill of Sd inst.y 
paid this day * 
Budlong & Jones, re<^d 
for their bill of 12th 
inst. 



i6 



Cash, Dr. 



3 



7,488 



10,000 



60 



1,687 



19,080 



60 



60 



* It requires less writing to enter the discount on a bill paid, as in this case of 
Grinnell & Goodhue, above, than to enter it in the Day-Book, as wiU be seen on 
comparing with the entries to Wetmore & Go. on the 15th inst.; but the latter 
shows the transaction more completely. 

The column on the left of dollars is for the Ledger page to which the entry is 
posted. 
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35 



CCLSjh. ^ 


188J^ 














J(m. 1 


By Expense % pd. Stearns 
& BeMs bill of station- 
ery 


i 






JiB 




5 


** Grinnell S Ooodhue, 
pd. their hill Sd inst. 


6 






8,000 




15 


" Wetmore <& Co., pd. 
their Mil 9th inst. 




9,751 


60 






St% w 


less S mos. int. 


6 


IJfi 


27 


9,605 


28 


SI 


*' Wm. Brown Personal, 

pd. hini 
" John Smith Personal, 


2 






100 






pd. him 


2 


' 




75 






" Expense ^, pd. ins. 














premium on $10,000 in 














Phoenix Ins. Co. @ Ifi 














for 2 yrs. 




100 










salary to J. Smith, looJc- 














keeper, 1 mo. 




100 










salaries to H. A. Clarhy 














clerk{%50),P.(y Grady, 














porter (1-^) 




90 










sundry small expenses 








• 






per Petty Cash * 
Cash, Cr. 


S 


10 




soo 








13,125 


23 




Balance carried over 

• 








5,905 


27 




19,080 


50 









* A Petty Cash-Book is usually kept in which to charge small cash expenses, 
from which the total is carried to the Cash-Book from time to time, as above. 
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1884. 

Mar. 1 
1 



CcLsTi, 



1884. 




Feb. 1 


To balance broH over 


8 


" Mdse., sold for cash to 




Wm. Bergeny 1 III, flour 




%9, 1 qr. box raisins 




%1.26 


7 


" Budlong S Jones, redd 




for their bill 5th inst., 




less deduction, see Day- 




Book this date 



Deduct on hand 1st inst. 
Cash, Dr. 



S 



To balance broH down 
^^ Bills Redl, discounted 
at A. E. Bank, Samp- 
son & Co.^s note due . 
9-12 April 

Amt. continued 



3 



8,625 
5,905 



2,620 



52 

27 



25 



I 



5,905 



10 



2,610 



8,525 



27 



25 



52 



4,465 


02 


e,122 


76 


6,687 


77 



DOUBLE ENTRY OASH-BOOK. 



37 



CoLsTh. 



1884. 














Fet. 1 


By Teams and Wagons^ 
pd. for hay horse to Col- 
gate of Jersey City 




200 








5 


and for truck and har- 














ness to Cosgrove & Co. 


11 


150 




850 




15 


" Wm. H. Cone, pd. his 
bill of 5th inst. 


8 






2,225 




20 


" Jessup & Co.y pd. tJieir 
bill of 10th inst. 


8 






987 




28 


" Wm. H. Cone, pd. his 
bill of 20th inst. 


8 






225 




29 


*' Wm. Brown Personal, 

pd. him 
" John Smith Personal, 

pd. him 
" Expense — pd. montVs 

salary to J. Smith 

pd. month! s salary to 

H. A. Clarh 

to P. 0' Grady 


2 
2 


100 

50 
Jfi 




25 
50 






sundries per Petty Cash 
Cash, Cr. 


s 


8 


60 


198 


50 






4,060 


50 




Balance down 








U6S 


02 




8,525 


52 



1884. 
Mar. 1 



By Interest, disct. on 
Sampson £ Co.'s note 
at Am. Ex. Bank, 4^ 
days^ int. off 

Amt. continued 



4 




86 



86 



38 
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CcLsK. 



188i. 

Mar. 2 

2 



9 
10 



To ami. IroH forward 

** Interesty disct. on Wet- 
more £ Co J 8 hill of 15th 
Feb., paid this day 

" Carl von Glahn, redd 
for his Ull 9th Feb. 

" Interest, disct. on Wet- 
more £ Co.'s Mlly pd. 
this day 



Deduct on hand 1st inst. 
Cash, Dr. 









6,587 

» 


4 






s 


10 






1,058 


4 






S 


3 


7,651 


27 
02 

25 




S,186 


7,661 







77 



10 



Jfi 



27 



1884. 
Apr. 1 

10 
21 



To balance broH down 
" Teams and Wagon % 

sold horse and truck for 
^' Mdse., sold for cash 2 

bbls. flour 
" Henry Newman, rec?d 

for his bill of Feb. 17th 



Deduct cash on hand, 1st 
inst. 

Cash, Dr. 









7,263 


11 






300 


3 






18 


11 






574 




8,156 


73 




8 


7,263 


91 
82 




892 


8,156 





91 



82 



73 



DOUBLE ENTRY CASH-BOOK. 



89 





Ca.sK. 








6 


1884. 














Mar. 2 


By amt IroH forward 








U 


86 


2 


" Wetmore S Co.y pd. 
their Mil 16th Feb. 


6 






155 




10 


^' Wetmore S Co., pd. 
their Mil 1st inst. 


6 






ISO 




SI 


" Expense— pd. salary to 
H. A. Clarh 
and to P. (y Grady 




60 

40 


« 








sundries per Petty Cash 
Cashy Or. 


i 
S 


7 


60 


97 


60 






887 


86 




Balance down 








7,868 


91 




7,661 


Z7 









188i. 
Apr. 10 



10 
SO 



By Havermeyer & Moel- 
for, pd. their Mil 20th 
Mar. 

less 2^ disct. for cash 
Expense— pd. quarterns 
rent of store 
Expense— pd. month's 
salary to H. A. Clarh 
to P. (y Grady 
sundries per Petty Cash 

Cashy Cr. 
Balance over 



<< 



t< 





m 


25 




7 

4 


9 


46 


468 
400 






76 








Ifi 






8 


9 




m 




987 








7,168 


8,166 





79 



79 



78 



40 



BOOK-KEEPING. 



CasTu 



1884. 
May 2 

10 
10 
19 



To Sampson & Co.y re<fd 

for their Mil of Feb. 2dy 

due this day 
" John Jones, re(fd on ^ 

of bill, Mar. 20th 
^^ Carl von Olahn, rec^d 

on^ 
" Stanwood <& Choate, 

re(^d on ^ of biU of 

Mar. 4ih 

Cashy Dr. 
Bal. on hand Ist inst.* 



9 






284 


12 






100 


10 






200 


10 
S 






1,000 


1,584 
7,168 


8,168 



85 



85 
94 

Y9 



1884. 

June 1 
10 
10 

20 



To balance broH down 
" Abm. Van Nest, on ^ 
" Carl von Olahn, to bal. 

his<^ 
'^ John Jones, rec^d bal. 

his bill of Mar. 20th 
" Interest, for int. due 

on do. 

Deduct cash on hand 1st 
inst. 

Cash, Dr. 



12 






4,020 

462 


10 






300 


12 






270 


4 


5,054 


73 


1 


3 


4,020 


29 
44 




1,034 


5,054 



29 

50 

25 



69 



73 



1884. 
July 1 



To balance broH down 



3,098 



53 



* This method of balancing cash is preferred by some. 
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41 



CcLsK. 


8 


188J^. 














May i 


By Jessup & Co.y pd. 














their Mil Apr. 1st 


8 






667 


60 


16 


'^ Wm. Brown Capital, 
tvithdrawn for his pri- 
vate use 


1 






J^OOO 




31 


*' Expense — pd, salaries 
for May to H. A. Clark 
{%50)y less overpaid in 
Apr. {%2S) 
to P. (y Grady 




26 
Jfi 










sundries per Petty Cash 
Cash, Cr. 


S 


11 




76 








i,7SS 


60 




Balance down 








4,020 


29 




8,7 6S 


79 

















1884. 
June 18 



13 
20 



By Bills Payable, pd. note 
given to Havermeyer & 
Moeller, due this day 

*^ John Hoyt, pd. his Mil 
of May 10th 

'* John Hoyt, pd. his bill 
of May 16th 

Cash, Cr. 
Balance down 



6 






1,318 


13 






606 


13 
3 






137 


1,966 




■ 




3,098 


6,064 



60 
20 
60 

63 
~73 



DOUBLE ENTRY. 



INVOICE-BOOK. 



Ab Merchandise is Dr. in all the entries in this book, it is unnecessary 
to write Dr. The credits will be to the several parties from whom the 
Mdse. has been bought. To make the book show both sides of Mdse. 
transactions, purchases might be entered on one side, or page, and sales 
on the opposite page; but it is more convenient to use separate books. 

In this Invoice-Book, the weight and tare of packages is omitted. It 
is well, however, to copy them as they are given in the bills of purchase, 
or, better, to gum the bills into an Invoice-Book prepared for that pur- 
pose, as has been already suggested. 



DOUBLE EITTRY INVOICE-BOOK. 



45 



jVeTV ITork, JcLnuutry 1, J 884. 



8 



e 



Wm. Brown Capital ^. 
For the following goods, rec^d 
from him as a part of the cap- 
ital contributed by him to the 
business — as cash * this day : 
109 bbls. Haxcdl Flour @ %8 
10 bags Rio Coffeey 1,000 lbs. 1^ 
20 tierces Bice, 12,626 lbs. net # 

3. 



Grinnell & Goodhue i mos. 
SO half-chests Oolong Tea, 

2,600 lbs. @ JiOii 

60 half -chests English Breakfast 

Tea, 2,600 lbs. 80^ 



9. 



Wetmore £ Co. 90 ds. 

100 casks St. Croix Sugar, ex 

brig Cryder, 162,626 lbs. net 

@6^ 

16. 



Havermeyer & Moeller 6 mos. 

Jfi bbls. granulated Sugar, 
12,600 lbs. net @ ^^ 

10 bbls. Syrup, Uy 4^, 43, 
46, 41, Jfi, Jfi\, 89, 88, 
46, = 418i gals. @ 78^ 



Mdse., Dr. 



872 

1,190 

606 



1,000 
2,000 



1,008 



806 



60 



2,667 



8,000 



9,761 



1,818 



16,682 



60 



60 



* As Mdse. is generally bought on time, i. e., on credit, this term — as cash — ^is 
used to signify that the transaction is, in effect, as if it were a payment of cash« 
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S 



JVejv TbrTCj Februxjury 1, 1884=. 



S 



8 



8 



8 



Orinnell £ Goodhue 4 mos. 

260 half -chests Oolong Tea, 
12,600 lbs. @ S9ii 

6. 



Wm. H. Cone cash 

600 half -boxes Malaga Raisins 

@2.Jfi 
600 quarter " l.SO 

600 eighths " 7J^ 



10. 



cash 



Jessup <& Co. 

10 casks Turkey Prunes, 

H,676 lbs. net @ 4ji5 

100 boxes Fr.y 30 lbs. 8,000 
60 " '' 20 1,000 

4,000 10(lf 
16. 



Wetmore & Co. less 2^ for cash 
20 bbls. Havana Oranges @ 6.00 
20 boxes Lemons 1.76 

20. 



W. H. Cone cash 

100 half -boxes Malaga Raisins 

@2.26 



Mdse., Dr. 



1,200 

660 
876 



687 



JfiO 



120 
86 



Jh876 



2,226 



987 



166 



226 



8,Jfi7 



DOUBLE ENTRY INVOIOE-BOOK. 



47 



JTeiv Y^otJc, McltcK 1, 1884. 



6 



Wetmore <& Co. less 2^ for cash 
20 this. Havana Oranges @ 6.00 



10. 



8 



Wm. H. Cone U mos. 

SO lags Rio Coffee , 3,000 Ips. 

@16^ 
100 half-boxes Raisins 2.25 

100 quarter " 1.25 

100 eighths " 70^ 

m 



3 



Havermeyer £ Moeller i mos. 
20 ibis, crushed Sugar, 
6,310 lbs. net @ 7]^ 

Mdse.f Dr. 



m 

70 


« 


120 

900 
i7S 




i,m 




■ 





flB 



25 



48 



BOOK-KEEPING. 



ire-\\r ITo-nk, Ajprzl 1, 1884. 



8 



13 



6 



8 



8 



18 



18 



Jessup & Co. 
60 boxes Raisins 
100 i " 
200 \ " 

8. 



80 days 

@8.7S 

2.20 

1.26 



Woodward <& Wilson 
60 htls. mess Fork 

17. 



8 mos. 
@9.00 



Wetmore & Co. 
20 boxes Lemons 



26. 



Jessup <& Co. 
20 boxes Lemons 



cash 
®2.00 



90 days 

®ly82^ 



Mdse.y Dr. 



187 


60 




220 






250 




667 






w> 






40 






86 


i,m 





JVejv ITotJc, 2£cLy lO, 1884. 



John Hoyt 
10 casks Cin. Hamsj 
4,210 lbs. net 

16. 



cash 
®12^ 



John Hoyt cash 

10 firkins Butter, 626 lbs. net 

@22^ 



Mdse., Dr. 



606 



187 



64^ 



60 



60 



20 



60 



70 



DOUBLE ENTRY. 



SALES-BOOK. 



D0U3LE ENTRY SALES-BOOK. 



61 



S 



10 



JVeTV TorJc, Janizarj/ 10, 1884=. 



Samson & Co. {Buffalo) 90 days 
SO bags Rio Coffee, 

8,000 lbs. @ iP^ 

10 Tialf -chests Oolong Tea, 

600 lbs. JM 

6 half-chests Eng^ Breakfast Tea, 

800 lbs. 90^ 

10 hhds. St. Croix Sugar, 

16,350 lbs. net 6^ 

12. 



Budlong & Jonss {Hartford) cash 
75 half-chests Oolong Tea, 
8,750 lbs. @ m 

17. 



Stanwood <& Choate i mos. 

28 hhds. St. Croix Sugar, 

86,950 lbs. net @ 7f ^ 

20 bbls. granulated do., 

6,820 lbs. net 8^^ 

20. 



Benjamin Davis {B'klyn) 8 mos. 
20 bbls. Haxall Flour @ 8.50 
27 casks St. Croix Sugar, • 

UJOO lbs. net 6^^ 

20 bags Rio Coffee, 

2,000 lbs. net 19(f 



Mdse., Cr. 



570 

220 

270 

1,062 



2,868 
587 



170 



2,905 



880 



75 



62 
20 



50 



2,122 



1,587 



8,Jfl0 



8,455 



10,516 



75 



50 



82 



60 



57 



* When there are wo c&n,t% to be put in the columns, it is best not to put ciphers 
in them ; they are unnecessary. The less writing done, the less opportunity for 
making mistakes. This rule applies to all the books. 



52 



BOOK-KEEPmG. 



^ 



J^e-w Y^otJc, JFebruucupy ^, 1884=. 



10 



11 



Samson & Co. 90 days 

10 tierces Rice, 6,330 lbs. @ J^^ 



6. 



Budlong £ Jones 

75 i chests Oolong Tea, 

3,760 IPs. 
200 i boxes M. Raisins 
300 I 
200 i 



cc 



<c 



a 



(( 



cash 

2.66 

l.Jfi 

80i^ 



9. 



Carl von Olahn cash 30 days 
16 bags Coffee, 1,600 lbs. @ 19^ 
20 bbls. Haxall Flour 
20 chests Oolong Tea, 

1,000 lbs. 
30 i boxes M. Raisins 
30 J 
30 i 



it 



if 



i< 



it 



8.60 

2.76 

1.60 

86 



17. 



Henry Newman 60 days 

10 bbls. Havana Oranges, @ 7.00 
10 " gran. Sugar, 

3,210 lbs. 
60 ^ boxes M. Raisins 
60 \ 
60 i 

Amount cont'd 









S.65 

1.45 

82 



• 




284 


1^676 






630 






420 






160 




2,686 


286 






170 






460 






82 


60 




4^ 






26 


60 


1,068 


70 






268 


82 




132 


60 




72 


60. 




41 




674 




4,602 






' 



86 



82 
~67 



DOUBLE ENTRY SALES-BOOK 



63 



JTeyv ITor'ky FebTUucupy 25, 1884:. 



10 


Amount broH over 

Carl von Olahn S mos. 

6 casks Turkish Prunes, 

7,m Us. net @ 4^<P 
60 boxes French do. 

1,600 lbs. net IH 


SS6 
166 


25 

• 


4,602 
600 


67 

26 








s 


Mdse., Cr. 


6,102 


92 




■ ■ 





JVejv TorTCj 2£cLrc7i 4, 1884=. 



10 



12 



12 



Stanwood £ Ghoate U m>os. 

Jfi hhds. St. Croix Sugar, 
66,626 lbs. net @ 6^^ 



10. 



Abram Van Nest S mos. 

39 chests Eng. Breakfast Tea, 



1,960 lbs. 
300 i boxes Raisins 
160 \ " " 
60 cases Fr. Prunes, 

1,260 lbs. 
20 bbls. Oranges 



20. 



@90^ 
76 

1.40 
ll(f 

6.76 



John Jones 

26 bbls. mess Pork 

30 boxes Raisins 



60 days 

@ 10.00 

i.00 



Mdse., Cr. 







4,269 


1,766 






226 






210 






137 


60 




136 




2,462 


250 






120 




370 




7,091 



12 



60 



62 



54 



BOOK-KEEPING. 



JTe-w- ITov'k, Ajprtl 1, 1884. 



11 


Henry Newman 

10 Ihls. crushed Sugar^ 














3,110 lbs. 


@8(^ 


248 


80 








10 hUs. gran. Sugar, 














3,220 lbs. 


Si^ 


273 


70 








20 hlls. Haxall Flour 


8.50 


170 










6 " Syrup, 210\ gals 

10% 


. 80^ 


168 


Jfi 


860 


90 








12 


AVm Tan Nest 
20 boxes Lemons, 


@2.00 


40 










20 bbls. Havana Oranges 

IK 


6.75 


135 




175 










10 


JLU. 

Stanwood £ Choate 
20 boxes Raisins 
200 -J boxes Raisins 
10 bbls. crushed Sugar, 
3,200 lbs. 


^mos. 
@JhOO 

2.70 

8<^ 


80 
5Jfi 

256 










10 boxes Lemons 


1.90 


19 




895 










12 


fiU. — 

John Jones 

10 boxes Lemons 

25 " Fr. Prunes, 

.500 lbs. 
20 chests Oolong Tea, 

1,000 lbs. 
5 chests Eng. Breakfast t 


3 mos. 
%1.90 

12^ 

m 

Tea, 


19 

60 

Ji20 


• 








250 lbs. 


90(p 


225 




724 










3 


Mdse., Or. 


2,654 


90 









DOUBLE ENTRY SALES-BOOK. 



65 



JSTevfT ITovTcy May 3, 1884. 



S 



9 



9 



12 



Samson & Co. 
16 lags Bio Coffee^ 

1,600 lbs. 
20 ibis. Haxall Flour 
100 ^ boxes M. JSaisins 
26 chests Oolong Tea, 

1,260 lbs. 



90 days 

@ ipV 

8.60 
2.70 

m 



12. 



Benjamin Davis 3 mx>s. 

6 tcs. Bice, 8,226 lbs. net @ 64^ 
10 hhds. St. Croix Sugar, 

16,886 lbs. net 6^^ 

6 bbls. Syrup, 208 gals. 80^ 
26 boxes Fr. Prunes, 

600 lbs. liy 



20. 



John Jones 

10 bbls. Mess Porh 

Mdse., Cr. 



60 days 
@ 10.00 



286 
170 
270 

662 


BO 

25 

02 
Jfi 

50 


1,287 

1,450 
100 


161 

1,066 
166 

. 67 


■ 


2,887 









50 



17 



67 



66 



BOOK-KEEPING. 



6 



J^ew ITovTc, JjJLTie 3, 1884. 



12 



John Jones 

10 bbls. Mess Porh 

5. 



60 days 
® 10.00 



U 



William Wiley 

100 half'lozes Raisins ® 2.75 



8. 



9 



Samson <& Co. 
25 chests Oolong Tea, 
ly250 lbs. 



12. 



m 



12 



John Jones 
7 casks Gin. Hams, 
2,950 lbs. 



®13^ 



M 



S 



William Wiley 

10 firkins Butter, 625 lbs. @ 25^ 

Mdse., Or. 







100 






mB 






66H 


■ 




S83 






156 


l,m 


^^ 







60 



60 



S6 



26 



DOUBLE ENTRY. 



DAY-BOOK. 



DOUBLE ENTRY DAY-BOOK. 



69 





JV^TT" IToThCy Januucupy 


15 y 1884. 




1 


6 4 


Wetmore S Co. to Interest 

for 3 mos. int. deducted from 

their bill of 9th inst.yjpaid this 






• 






day 






U6 


27 




Of) 










7 6 


Havermeyer & Moeller 

to Bills Pay^l. 

for our note dated Jan. 15 y @ 5 

mos. in settlement of their hill 












of that date 






1,313 


60 




^0 










6 


- Olf. 

Bills Rec?l to Sundries 










9 


To Samson & Co., for their note 
of 10th inst. @ 90 days for 












bill of that date 


2,122 


76 






10 


" Stanwood S Choate, for their 
note of 17th inst, @ 4 mos. in 












settlemsnt of hill of that date 


3,JfiO 


82 






9 


" Benj. Davis, for his note of 
20th inst.y @ 3 mos. for bill 












of that date 

TPrh in 


3,1,56 


60 


8,979 


07 


• 






3 7 


JjVO. JL\J. 

Mdse. to Budlong <& Jones 
for allowance 2^ per lb. on 3,760 

lbs. Oolong Tea, overcharged 

Feb. 6th 






76 




6 5 


OrinneU & Goodhue 

to Bills Pay'l. 

gave them our note dated 1st inst. 

@ 4 mos. in settlement of bill 










* 


of that date for 






Jf,876 





The left-hand column is for the pages of the Ledger to which the accounts 
are posted. 



60 



BOOK-ZEEPmO. 



2 


JVew York, AjtrU lO, 188d. 






7 4 


Havermeyer & MoeUer to Interest 
for Sji die. for cash on their bill 


« 










of 20th Mar. of 47S.25 




N 


9 


46 




Hfftti 10 
















10 


Sundries to Stanwood £ Choate 










4 


Interest, for int. on $1,000 pd. 
this day on bill of Mar, 4ih @ 












i mos.y 2 mo. 16 ds. 


12 


60 






6 


Bills Re(fl, for their note dated 
March 4th @ 4 mos. for bal- 




« 








ance of the biU 


S,246 


62 


8,269 


12 








12 4 


AVm Van Nest to Interest 

for extension ofbal. of his Mil 

due this day, 4 mos., on %2,000 












@6^pr. ann. 




• 


88 


88 


5 


• 

Bills Re&l to Sundries 








• 


12 


To A. Van Nest, for his note this 
date @ 4 mos. to bed. bill of 








• 




March 10th 


2,0SS 


S3 






10 


" Stanwood £ Choate, for their 
note of April IS @ 4 mos. for 
bill of that date 


895 








IB 


" John Jones, for his note of 
April 20 @S mos. for biU of 












that date 


724 


1 
1 


8,662 

1 . 


88 















DOUBLE ENTRY DAY-BOOK. 



61 



6 11 



S 9 



S 15 



i 



1 
1 



J^eysr IT^ovJc, Jizne 15, 188d. 



Bills Redl to Henry Newman 
rec^d fr. Mm Paul Peter* s note 
at i mos,, from April 2dy for 
and Ms own note of April 1st 
@ i mos. for hah of bill of that 
date 



Mdse, to Samson <& Co. 

for 10 hhds. Santa Cruz Sugar, 
as pr, bill of Jan. 10 refd in 
Feb., and not then credited to 
them as cash April 10, 
16,350 lbs. net @ 6ip 



SO. 



Mdse. to Profit & Loss 

for this amount to make bal. of 
Mdse. acct. on Dr. side agree 
with amount of Inventory.* 



Interest to Sundries 

To Wm. Brown Capital, for 6 

mos. interest on his ^ to date 
" John Smith Capital, for 6 

mos. int. on his ^ to date 



JfiO 



JfiO 



90 



225 
SOO 



860 



1,062 



90 



75 



2,803 



625 



93 



* In the Trial Bdlcmce the balance of Mdse. acct. is on the Cr. side, showing that 
the total of sales to date is greater than the total of purchases for the same time ; 
therefore we must charge Mdse., and credit Profit & Loss, with the amount of the 
Inventory— 3,651.45— plus the Cr. balance of Mdse— 153.48=2,803.93— which, when 
posted, makes the balance of Mdse. acct. agree in amount with the Diyentory* See 
Ledger, p. 3. . 



62 



BOOK-KEEPING. 



1 2 



1 2 



16 



IB 



U 
4 



JTe-vsr ITovTc, Jvuxe. 30, 1884. 



Wm, Brown Capital 

to Wm. Brown, Personal 
To balance his personal ^ 



John Smith Capital 

to John Smith, Personal 
To balance his personal ^ 



Profit S Loss to Sundries 

To Interest, to hah Interest ^ 
" Expense, to bah Expense ^ 



Profit & Loss to Sundries 

To Wm. Brown Capital, for \ 

the profits of the business to 

date 
" John Smith Capital, for do. 
Leaving %260 to Cr. of P. <& L. 

for contingences 



296 
1,241 



608 
608 



11 






125 



126 



1,6S7 



11 



1,016 



82 



DOUBLE ENTRY. 



LEDGER. 



64 



BOOK-KEEPING. 



'WUUoLrrL ^rojvm CcupttaZ. 



1884. 










May 15 


To Cash 


8 


4,000 




June 80 


" Personal 


4 


125 






" balance down 

• 




6,608 


U 




10,783 


U 











JToftTt SrrtttTt Coupttal. 



1884. 
June SO 


To Personal 
*^ ial. down 

• 


i 


125 
10,688 


U 




10,808 


41 


■ 









When a Ledger acct. ia on two pages, as in this, the two pages are called a folio, 
and are both of one number. 



DOUBLE ENTRY LEDGER. 



65 





VvtUtaTn Qtfroy^rrv ( 


C^apztal, 




1 


1884. 












Jan. 1 


By Cash 


1 




it,m 




fC <( 


'' Mdse. 


1 




2,667 




June 80 


" Int. 


4 




226 




n <c 


" P.SL. 

m 

'^ bal. down 


4 




608 


U 




10,7SS 


kl 


June 30 




6,608 


41 



J'oKtl SrrvitTh CcupttcuL 



1884. 










Jan. 1 


By Cash 


1 


10,000 




June 30 


" Int. 


i 


300 




€( it 


" F. & L. 
" lal. down 


4 


508 


U 




10,808 


U 


June 30 




10,683 


41 



66 



BOOK-KEEPING. 



» 



JToTtTt SnrvLtfL S^evaonaZ, 



1884. 

Jan. 31 
Feb. 29 



To Cash 
" do. 



2 

4- 


75 
50 


125 







'WWLzanrv ^vom^ti S^evaoTuxl. 



1884. 

Jan. 31 
Feb. 29 



To Cash 
'' do. 





DOUBLE ENTRY LEDGER. 



67 



JoTxTh SmttK S^evsoTial. 



2 



188J^ 
June SO 



By Capital 



4 


126 







'WzZlixtTrt (^TOTsm ^ersonaZ. 



1884. 
June 30 



By Capital 



i 


1Z6 







68 



BOOK-ZEEPma 



3 


CasK. 








1884. 










Jan. SI 


To Sundries 


1 


19,0S0 


60 


Feb. 29 


" do. 


s 


2,620 


25 


Mar. SI 


'' do. 


6 


S,186 


25 


April SO 


" do. 


6 


892 


82 


May SI 


" do. 


7 


1,584 


86 


June SO 


" do. 

1 


7 


1,084 


U 




28,849 


11 




« 







J\£e7H:Jixz7idt8e. 



1884. 










Jan. 31 


To Sund. 


1 


16,632 




Feb. ^8 


" do. 


2 


8,467 




Mar. 31 


" do. 


3 


1493 


25 


April 28 


'' do. 


i 


1,184 




Feb. 10 


" B. £ J. 


1 


7S 




May 31 


" Sund. 


4 


642 


70 


June 15 


" Samson <& Co. 


3 


1,062 


75 


'' 30 


" P. & L. 


3 


2,803 


93 




32,360 


63 











DOUBLE ENTRY LEDGER. 



69 





Ca.s?t, 






3 


1884. 




• 






Jan. 31 


By Sundries 


2 


13,126 


23 


Feb. 29 


" do. 


i 


i^OGO 


50 


Mar. SI 


" do. 


6 


387 


36 


April SO 


" do. 


6 


987 


79 


May SI 


" do. 


8 


4,733 


60 


June SO 


" do. 


8 


1,966 


20 




" balance to Ledger page 


15 


3,098 


63 




28,349 


11 











j^TevcTvcLTicLtae. 



1884. 










Jan. 31 


By Sund. 


1 


10,616 


67 


Feb. 1 


" Gash 


a 


10 


26 


" 28 


'' Sund. 


s 


6,102 


92 


Mar. 31 


" do. 


s 


7,091 


62 


April 30 


" do. 


4 


8,664. 


90 


" 10 


" Cash 


5 


18 




May 31 


*' Sund. 


5 


2,8S7 


67 


June 30 


" do. 


6 


i,m 


25 


a a 


" bal. to L. P. 


U 


2,661 


^ 




S2,S60 


6S 











70 



BOOE-EEEFDirG. 



4: 




Zntevest. 








1884. 












Mar. 1 


To Cash 




i 


U 


86 


April 10 


" 8. & G. 




2 


12 


60 


June 80 


" Sund. 




4 


626 












662 


86 








• 



JSjsqpeTtae. 



188^ 




% 






Jan. 1 


To Cash 


2 


Jfi 




« 81 


" do. 


2 


800 




Feb. £9 


" do. 


i 


198 


60 


Mar. 81 


" do. 


6 


97 


50 


April 10 


" do. 


6 


JfiO 




" 80 


" do. 


iC 


m 




May 81 


" do. 


8 


76 






l,2kl 













DOUBLE EISTTRY LEDGER. 



71 



Tntevest. 



1884. 






■ 




Jan. 5 


By Cash 


1 


60 




" 15 


" Wetmore 4& Co. 


1 


IjiS 


27 


Mar. 2 


" Cash 


6 


S 


10 


'' 10 


" do. 


5 


2 


40 


April 10 


'' H. & M. 


2 


9 


4^ 


June 10 


" A. V. N-. 


2 


S3 


SS 


" 20 


'' Cash 


7 


1 


69 


" SO 


" P. £ L. 


i 


296 


11 




552 


S6 











JE^rpenae. 



1884. 










June SO 


By P.&L. 


i 


i,m 




* 











72 



BOOK-KEEPING. 



(^ills ^aycible. 



1884. 
June 18 



To Cash 



8 



1,818 



60 



JBills ^R^ecetv^cible. 



1884. 










Jan. 80 


To Sund. 


1 


8,979 


07 


May 19 


" 8. & a 


2 


3,246 


62 


June 10 


" Sund. 


2 


8,662 


88 


'' 16 


" H. If. 
" bal. down 


8 


860 


90 




16,788 


92 


June 80 




14,616 


17 



DOUBLE ENTRY LEDGER. 



73 



(^^illa ^ayaJble. 



1884. 
Jan. 20 

Feb. 20 



By H. & M. 

" a. & a. 



1 
1 



lySlS 



4y875 



60 



^^Uls Recetvcbble. 



1884. 
Mar. 1 


By Cash 
" iah down 


s 


2,122 
U,616 


75 
17 




16,788 


92 











74 



BOOE-EEEPnrO. 



e 



&r^n.7teU., Q-oodJhTJue, ^ Co. 



1884. 
Jan. S 


To Cash 
" B. P. 

• 


2 


SfiOO 




Feb.m 


1 


4,876 








\ 





W^etmove # Co. 



1884. 




Jan. 15 


To Cash 


<C fC 


'' Int. 


Mar. 2 


" Cash 


" 10 


" do. 



1 

6 
6 



9,605 
IJfi 
155 
120 



23 

27 



DOUBLE ENTRY LEDGER. 



76 



O-ririTielZ, Ooodlvae. ^ Co. 



6 



1884. 
Jan, 3 


By Mdse. 
" do. 

• 


1 

2 


3,000 




Feb.l 


4,875 













1884. 
Jan. 9 
Feb. 15 
Mar. 1 
April 17 



yTetinoTe ^ Co. 



By Mdse. 
" do. 
" do. 
" do. 



1 
2 
3 



9,751 

155 

120 

40 



50 



76 



BOOK-KEEPING. 



1884. 
Jan. 20 

April 10 



iC g( 



^uxZZoTzg ^ Jones. 



1884. 
Jan. 12 

Feb. 5 


To Mdse. 
" do. 



1 

2 



JaJouvrenneyer ^ J\£oeller. 



To B. P. 

" Cash 
" Disct. 



1,687 



2,686 



60 





■ 

1 

6 

2 


1,313 


60 




JfiS 
9 


79 

46 




m 


26 




• 


. 





DOUBLE ENTRY LEDGER. 



77 





(^vudZoTtg ^ Jbnea. 




7 


1884. 
Jan. 15 


By Gash 

" do. 

" Mdse.* D.B. 


1 

S 
1 


1,687 


50 


Feb. 7 
" 10 


^,610 
75 






2,685 










• 



JBxtjrevmeyeT # JdoeUev. 



188U. 
Jan. 15 


By Mdse. 
" do. 


1 

s 


1,S1S 


50 


Mar. 20 


m 


25 











* As postings from the Cash-Book are written in the Ledger " To Cash " or 
" By Cash," and from the Invoice and Sales-Books " By Mdse." or " To Mdse.," 
and as all others are from the Day-Book, it is unnecessary to indicate otherwise 
which books they are taken from, except when there happens to be an entry in the 
Day-Book of Mdse. In such cases the letters D. B., as above, show that the posting 
is from the Day-Book. 



78 



BOOK-KEEPING. 



'Wtlltcum jS. Cone. 






Jessup ^ Cc 


•. 






1884. 
Feb. W 


To Cash 
" do. 


8 


987 




May i 


667 


60 









DOUBLE Ein:RY LEDGER. 



79 



'Willtarrt S. Cone. 



1884. 
Feb. 5 

" 20 
Mar. 10 



By Mdse. 
" do. 
" do. 



2 
2 
S 



2,225 



226 



900 



Jessjzp ^ Co. 



1884. 
Feb. 10 


By Mdse. 
" do. 
" do. 


2 

4 
4 


987 




April 1 


657 


60 


" 26 


S6 


60 



80 



BooE-EEEPnra. 



9 


Samson. # Co., ^nffalo, J^. IT. 




1884. 
Jan. 10 


To Mdse. 

" do. 

" do. 
" do. 

m 


1 

2 

6 
6 


2,122 


76 


Feb. 2 


284 


85 


MayS 
June 8 


1,287 
662 


60 
60 



JBertjajrvtrh ^cuvta, BvooTtlyTt, jST. Y^. 



1884. 
Jan. 20 

May 12 



To Mdse. 
" do. 



1 
6 




1,450 



DOUBLE ENTRY LEDGER. 



81 



ScurrvaoTi ^ Co. 



9 



188i. 












Jan. SO 


By B. B. 
'' Cash 
" Mdse. 


D.B. 


1 
7 
S 


2,122 


75 


May 2 


28i 


85 


June 15 


1,062 


75 








\ 

1 w 







SenjcurnzTL S)ajris. 



1884. 
Jan. SO 



6 



By B. B. 




» 



60 



83 



BOOE-EEEPmG. 



10 


StCLTW^OOCL ^ 


CTioate. 


• 




1884. 












Jan. 17 


To Mdse. 
" do. 




1 
8 


8,IfiO 


82 


Mar. i 


4,269 


12 


April 15 


'' do. 




i 


896 






6,m 


12 


1 











CcLvl 'Von OlaTvn. 






1884. 










Feb. 9 


To Mdse. 
" do. 


2 
3 


1,068 




" 26 


600 


^ 


■ 


. • 









DOUBLE ENTRY 'LEDGER. 



8S 



StaTvwoocL # Chocute. 



lO 



1884. 
Jan. SO 


By B. R. 

" Cash 
" Sund. 
" B. R. 


1 

7 
2 
2 


S.JfiO 


82 


May 19 
June 10 


1,000 

S,269 

895 


12 




5,154 


12 






• 





Carl y^oTh CRjcthn. 



1884. 
Mar. 9 


By Cash 

" do. 
" do. 

• 


5 

7 
7 


lfi58 




May 10 
June 10 


200 
800 


25 




500 


25 











84 



BOOE-EEEFINO. 



11 



Menry JTevrman, 



1884. 
Feb. 17 


To Mdae. 
" do. 


2 

4 


674 


82 


April 1 


860 


90 






• 







CL'ecuma clticl WagoTts. 






1884. 










Feb.l 


To Cash 


4 


360 


■ 



DOUBLE ENTRY LEDGER. 



86 



JBEertTy JVewnnxtTi. 



188J^ 




April 21 


By Cash 


June 16 


" B. R. 



6 
3 



11 



Bill, 



860 



82 
~90 



188J^ 
April 1 



Tejojrta ancL y^ctgona. 



By Cash 



800 



66 



BOOK-KEEPING. 



IS 



AJbvcLTrt Tan JVest. 




JbTiTt JoTxes. 



1884. 

Mar. 20 
April 20 
May 20 
JuneS 
12 



ct 



To Mdse. 






do. 
do. 
do. 
do. 



8 

6 
6 



870 

724 
100 
100 
888 



50 



DOUBLE ENTRY LEDGER. 



87 



AbTCLTrL "VcLTt JSTest. 



IS 



1884. 
June 10 




JoTvn Jones. 



1884. 

May 10 

June 20 

« 10 



By Cash 
" do. 
" B. B. 



7 
7 
2 



100 
270 

724 



88 



BOOK-KEEPING. 



13 



WoodLvrarcZ ^ WzIsotz. 




J'oKtl JSoyt. 



1884. 
June 18 



To Cash 



f€ 



(t 



do. 




DOUBLE ENTRY LEDGER. 



89 



'Wood.'wcLTcL ^ 'WilsoTt. 



13 




JoTvn JBLoyt. 



188i. 
May 10 


By Mdse. 
" do. 


4 
4 


BOB 


20 


" 16 


137 


50 











90 



BOOK-KEEPING. 



14r 



'WillicLTTh 'Wiley, 



June 5 
" 12 



To Mdse. 

" do. 

it error in posting opposite * 



6 




25 
26 



J^e7*c7uincLise. 




* It is better to correct an error in posting in this way than to erase. 



DOUBLE ENTRY LEDGER. 



91 



Wzlltanrt Wiley, 



Id 




^evcTvcundxse. 



02 



BOOK-KEEPING. 



15 


CcLsTx, 








188i. 










July 1 


To baL fr. Ledger p. 


8 


8,098 


63 



Sh^qftt # Zioss. 



1884. 

June SO 
« « 


To Sund. 

" do. 

" lai. down 


4 
4 


1,537 

1,016 

XSO 


11 

82 




18,803 


93 











DOUBLE ENTRY LEDGER. 



93 



CcLsTt, 



15 




Profit ^ Idosa. 



188i. 
June SO 



By Mdse. 



D.B. 




a <( 



" ial down 




93 



260 



94 
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Trial SciLcLrice, June 30, . 


1884. 




Ledger page 




Dre, 




Ore, 




1 


Wm. Brown Capital 






6,000 




iC 


John Smith Capital 






10,000 




2 


do. Personal 


125 








€C 


M'm. Brown do. 


125 








S 


Mdse. 






152 


48 


A 


Interest 






228 


89 


€i 


Expense 


l,2il 








6 


Bills Payable 






i,875 




€C 


Bills Receivable 


U,616 


n 






6 


Wetmore <& Co. 






40 




8 


W. H. Cone 






900 




t€ 


Jessup (6 Co. 






36 


SO 


9 


Samson <& Co. 


787 


25 






9 


Benj. Davis 


1,460 


17 






11 


Teams and Wagons 


50 








12 


A . Van Nest 


175 








t( 


John Jonss 


583 


50 






IS 


Woodward & Wilson 






450 




U 


Wm. Wiley 


m 


25 






U 


Cash 

• 


8,098 


53 
87 








22,682 


22,682 


87 



The Trial Balance is only presumptive evidence that the Books are correct. If 
there were errors of the same amount on opposite sides of the Ledger, it would 
balance. 



ACCOUNT OF STOCK. 



95 



A.ccoJZTit of stock; oi^j Irwentovy of J\IdLse. ort 

JScLTici JizTie SO, 1884. 



it 



26 Ihls. Hamll Flour 

20 lags Rio Coffee 

6 tcs. Bice 

SO chests i's Oolong Tea 2,500 

20 half 'boxes M. Raisins 

869 quarter-boxes do. 

20 eighth " do. 

6 casks Turkey Prunes 7,226 

6 bbls. Mess Pork 

3 casks Hams 1,260 " 



@8.00 

2,000 lbs. 1^ 

8,100 '' U^ 

89(ti 

2.20 

1.25 

70(^ 

U 
9.00 

12^ 



€i 




25 



20 
l5 
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JjecLger (^aJjances, Jizne 30, 1884. 



Ltclger pagt 




Dr$. 




Cn, 




1 


Wm. Brown Capital 






6,608 


u 


1 


John Smith Capital 






10,683 


41 


6 


Bills Payable 






J^875 




6 


do. Beceivable 


14,616 


17 






6 


Wetmore <& Co. 






Jfi 




8 


W. H. Cone 






900 




8 


Jesaup £ Co. 






36 


60 


9 


Samson <& Co. 


787 


£6 






it 


Benj. Davis 


1,460 


17 






11 


Teams and Wagons 


60 








12 


A. Van Nest 


176 








IS 


Woodward <& Wilson 






m 




U 


Wm. Wiley 


4S1 


26 






tc 


Mdse. 


£,661 


4S 






IB 


Cash 


8,098 


63 






16 


Profit and Loss 






260 




12 


John Jones 


683 


60 

32 








28,843 


23,843 


32 



DEFINITIONS OF SUNDRY TERMS USED IN BUSINESS. 



Acceptance — of a Draft or Bill of Ezch'ge. — Writing across the face of 
it the word " accepted," the date of acceptance, and the name of the acceptor ; and, 
nsually, the place where it is to be paid — as, " accepted, payable at Am. Exch'ge 
Bank." When the dft. or bill is payable at a specified time from its date^ the date 
of accep'ce may be omitted. 

AccoTint. — A systematic arrangement of debits or credits, or both, rendered 
from one party to another, with the dates and amounts of the several items. 

Account Current with Interest. — A similar ^ with interest on the several 
amounts cast to a specified date, with the balance of interest charged or credited, 
as the case may be, in the account. 

Advances. — ^Money or notes paid or given to a consignor of Mdse. for sale on 
his acct. 

Assets. — ^AU the property of a party applicable to payment of its debts. 

At Sight. — ^When a draft or bill of exch'ge is payable at sights it is to be paid 
on presentation. If after sight, it is to be paid at such time, after it has been pre- 
sented for acceptance, as is specified in the draft. If after date, at the expiration 
of the time expressed in it after date. 

Balance. — ^The difference between the two sides of an acct 

Bill— of parcels. —An ordinary bill rendered to purchasers of Mdse. 

Bill of Exchange. — ^An order on a distant party for pay't of money ; more 
formal than a draft. 

Bill of Tiding. — ^A receipt by the master or other officer of a vessel, or trans- 
portation comp'y» of Mdse., with marks fmd numbers of packages, and with an 
agreement to deliver them to the consignee named in it, or to the order of the 
consignor. 

Bills Payable. — Promissory notes and acceptances payable. 

Bills Beceivable. — '* " ** receivable. 

Broker. — One who negotiates a sale or purchase of property. He generally 
gives the name of the buyer or seller to his employer, who consummates the trans- 
action with the other party. 

Brokerage. — ^The compensation of the broker. 

CapitaL — ^Property employed in business. In political economy, that portion, 
of wealth employed in the production of more wealth. - 

Credit. — The character of a trader, or manufacturer, or financial institutioat 
for business integrity and ability to pay its debts. 
T 
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To Credit.— To trust— to enter in the books to the Cr. of. 

To Debit. — To charge in the books. 

DiscoTint. — ^A percentage allowed for any reason. 

To Discount. — To deduct interest for the unexpired time an obligation to pay 
money has to run, and pay the remainder. 

Draft. — ^An order to pay money. 

To Indorse. — To write one's name across the back of a note, check, or other 
order, or promise to pay, implying that the indorser will pay if the party on whom 
the draft or check is drawn, or the senior obligees, do not. Senior obligees are the 
previous indorsers, if any, and the maker of a draft. 

Ex.— Out of— as, " ex Steamer Jimo," out of Str. Juno. Used in bills of parcels^ 
accounts, sales, etc, to indicate whence the goods were received. 

Face. — Of a note, draft, or bill of exch'ge. The definite sum expressed to be 
paid. 

In Favor of. — A note, draft, etc., is said to be in favor of the party to whom 
it is to be paid. 

Firm. — The name or title under which a copartnership business is conducted. 

Folio. — See Webster. It is better to use " page " when pj^cticable. 

Guarantee, Guaranty. — ^An engagement to perform the contract of another 
(usually for the payment of money) if the other fails to do so. 

Interest. — Compensation for use of money, or for the forbearance of payment 
of an obligation. 

Inventory. — A detailed statement of effects in business ; an account of stock. 

Invoice. — A bill of Mdse. bought or sold ; an inventory of Mdse. consigned 
for sale. 

Liability. — Exposure to pay — as an indorser of a note, etc., is liable to be 
called on to pay if the maker does not. 

Maturity. — ^The time when notes, drafts, bills, etc., become due. 

Note. — ^A written promise to pay a sum of money, either on demand or at some 
future date. 

Order. — ^A written request for the payment of money or for the delivery of 
something. 

To Order. — ^Notes, drafts, and checks are usually written, " Pay to the order of 
A. B." When indorsed only with the name of the payee — ^the name of the party 
to whom they are payable — ^they become payable to the holder. They may be in- 
dorsed payable to a third party thus, " Pay to the order of C. D.," above the in- 
dorser's name. C. D. may in like manner indorse them to a fourth party, and 
so on. 

Principal. — A sum on which interest is computed ; the sum expressed in an 
obligation. 

Protest. — A formal written notice, on behalf of the holder of a note, draft, or 
bill, usually by a notary public, that it has not been accepted, or that it has not 
been paid, as the case may be, given to all parties liable for loss or damage by the 
non-acceptance or by the non-payment. — See " New Am. Cyc." 



QUESTIONS. 



These questions are intended to test the reflective powers of pupils, as well as 
their memory ; therefore specific answers are not always to be found in the text. 
Lasting impressions are made, generally, in proportion to thought bestowed. 

Define Book-keeping. 

What are the advantages of conciseness in recording business transac- 
tions ? 

What other conditions or characteristics should be observed in making 
entries ? 

What is the meaning of the term party f 

State the difference between double and single entry. 

Name some of the advantages of double over single entry. 

What general rule is there to guide you in making enlzies by double 
entry? 

When, apparently, nothing has been received or given out, how are 
you to determine what accounts to debit and credit ? 

What are Eepresentative accounts ? 

What advantage is there in keeping such accounts ? 

Explain how the Cash, Invoice, and Sales books are part of the Day- 
book. 

In opening books, where and how do you enter cash put into the busi- 
ness, when the business is to be done by a single person ? 

How, when it is contributed by several members of a copartner- 
ship? 

If Mdse. is contributed, where and how would you enter it ? 

If anything else is contributed, where and how would you enter it ? 

When Mdse. is charged to the buyer in the Sales-book, and cash is 
paid for it at the time, how do you enter the cash ? 

Why not enter it to the Cr. of Mdse. in the Cash-book without charg- 
ing to tiie buyer in the Sales-book ? 

Where and how do you enter all other receipts of cash ? 

To what accts. in the Ledger do you post the several entries on the 
Dr. side of the Cash-book ? On the Cr. side ? To their debit or credit ? 
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Supposmg the periods for postmg are monthly,* what Boms do you 
post at the ends of the months to the Dr. side of cash acct f 

What sums to the Or. side ? 

What do you do with the balance of cash account at the end of me 
period? 

For what is the Invoice-book to be used, and what does it show ? 

For what is the Sales-book to be used, and what does it show ? 

How are the totals of the periods in each to be posted f 

Where are all other entries to be made ? 

What is a Trial Balance ? 

When may it be made ? 

What is a Balance-sheet ? 

When should it be made ? 

* While the totals of debits and of credits can be posted only at the end of the 
months or other periods, the respective entries that constitute these totals, as also 
the respective entries in the other books, may be posted from day to day, if de- 
sirable. 



Book-Keeping and Commercial Law. 



Marsh's Single-Entry Book-Keeping. Improved 

by a Proof or Balance, and applied to Partnership Business ; com- 
prising a Series of Mercantile Transactions arranged to form a Course 
of Practice adapted to the Wholesale and Hetail Business in the Uni- 
ted States. 8yo. 142 pages. Printed in Colors. 

Marsli's Double-Entry Book-Keeping. Sim- 
plified by the Application of an Infallible Rule for Journalizing ; cal- 
culated to insure a Complete Knowledge of the Theory and Practice 
of Accounts ; being a series of well-selected Mercantile Transactions ; 
including numerous Examples of Mercantile Calculations, and an 
Original Diagram, showing the Eelation the Account-Books bear to 
each other. 8yo. Printed in Colors. 282 pages. 

Blanks to the above. Six Books to each Set. 

HaswelPs Double-Entry Book-Keeping. Ana- 
lytically and practically illustrated. 8vo. 203 pages. 

Blanxs to Same. 

Marsh's Bank Book-Keeping and Joint-Stock Ac- 
counts. Exemplified and elucidated in a Complete Set of Account- 
Books, printed in Colors, arranged in accordance with the Principles 
of Double Entry, and embracing the Routine of Business from the 
Organization of a Company to the Declaration of a Dividend, with all 
the Forms and Details, and an Original Diagram. 4to. 800 pages. 

Marsh's Book-Eeeping embraces a thorough course of instruction in keeping 
books. Especially adapted to use in schools. 

The Double-Entry course contains a complete set of aocount^books and mer- 
cantile forms, with an Original Diagram indicating the relation the books bear to 
each other, and that their records, passing from one to another, termmate in the 
Ledger ; and ninety pages of familiar explanations, dated to apply directly to the 
entries and transactions in the account-books ; also thirteen pages of Mercantile 
Calculations — ^Discount and Interest, Insurance, Equation of Payments, Exchanges, 
etc. It is admirably adapted for advanced classes, private instruction, and count- 
ing-houses. 

The Bank Book-Eeeping is the first and only work published in this country or 
in Europe devoted exclusively to keeping books in Banks and Joint-Stock Compa- 
nies. 

L. L. L- ; or, Fifty Law Lessons. Embracing all the 

Technical Points of Business Law. By Aethub B. Clabk. 12mo. 
201 pages. 

This work was prepared by a practical teacher of the subject, and was read 
and approved by several prominent members of the bar before its publication. 
It can therefore be relied upon for legal soundness and accuracy of statement. It 
is a book that every young man should read and study, and that should have a 
place in every school. 

D, APPLETON d CO., Publishers, 

NEW YORK, BOSTON, CHICAGO, SAN FRANCISCO. 



Appletons' Arithmetical Series. 

By G. P. QUACKENBOS, LL. D. 

Upon the Saiif of fhe Worki of OEOBGE JL PEBXIHB^ LL.D. 



This Series of Arithmetics embraces five well-graded text-books, which 
are as nearly perfect, in all respects, as care, thought, and labor, could 
make them. All the extended experience of the author, and his happy 
faculty of imparting instruction to the young, aided by suggestions from 
our best teachers, have been brought to bear, to produce a clear, com- 
prehensive, philosophical, and teachable system, that shall provide for 
thorough mental discipline, as well as for the practical business of life. 

THE COMMON-SCHOOL SERIES. 

A Primary Arithmetic- i6mo. 108 pages. 

Beautifully illustrated ; carries the beginner through the first four Rules and 
the sunple Tables, combining mental exercises with examples for the slate. 

An Elementary Arithmetic. i2mo. 144 pages. 

Reviews the subjects of the Primary, m a style adapted to somewhat maturer 
minds. Also embraces Fractions, Federal Money, Reduction, and the Compound 
Rules. 

A Practical Arithmetic. i2mo. 336 pages. 

Prepared expressly for Common Schools, giring spedal prominence to the 
branches of Mercantile Arithmetic, and teaching the processes actually used by 
business men. 

Est to Same. 

SUPPLEMENTABT BOOKS. 

A Mental Arithmetic- i6mo. 168 pages. 

Designed to impart readiness in mental calculations, and extending them to all 
the operations of business life. Introduces new and beautiful analyses, and is 
invaluable for teaching quickness of thought. 

A Higher or Commercial Arithmetic- A Com- 

prehensive Treatise for Advanced Papils. 12iiio. 420 pages. 

This volume contains all that is required for a thorough mastery of the theory 
and practice of Arithmetic. It is especially full and valuable in the higher branches 
of mercantile arithmetic, business forms, and all calculations pertaining to prac- 
tical business life. 

Eet to Same. 

D. APPLETON & CO., Pub/lahers, 

NEW YORK, BOSTON, CHICAGO, SAN FRANCISCO. 



MATHEMATICS. 



Gillespie's Land-SUrveying. Comprising the Theory 
developed from Five Elementary Principles ; and the Practice with 
the Ohain alone, the Compass, the Transit, the Theodolite, the Plane 
Table, etc. Illustrated by 400 Engravings • and a Magnetic Chart. 
By W. M. Gillespie, LL. D., Civil Engineer, Professor of Civil Engi- 
neering in Union College. 1 vol., 8vo. 508 pages. 

A double object has been kept in view in the preparation of the volume, viz., 
to make an introductory treatise easy to be mastered by the young scholar or the 
practical man of little previous acquirement, the only prerequisites being arithme- 
tic and a little geometry ; and, at the same time, to make the instruction of such a 
character as to lay a foundation broad enough and deep enough for the most com- 
plete superstructure which the professional student may subsequently wish to raise 
upon it. 

Gillespie's Higher Surveying. Edited by Cady 

Staley, a. M., C. E. Comprising Direct Leveling, Indirect or Trig- 
onometric Leveling, Barometric Leveling, Topography, Mining, Sur- 
veying, the Sextant, and other Reflecting Instmments, Hydrograph- 
ical Surveying, and Spherical Surveying or Geodesy. 1 vol., Svo. 
178 pages. 

Elements of Plane and Spherical Trigonom- 
etry, with Applications. By Eugene L. Rich- 
ABDs, B. A., Assistant Professor of Mathematics in Yale College. 
12mo. 295 pages. 

The author has aimed to make the subject of Trigonometry plain to begin- 
ners, and much space, therefore, is devoted to elementary definitions and their ap- 
plications. A free use of diagrams is made to convey to the student a clear idea 
of relations of magnitudes, and all difficult points are fully explained and illustrated. 

Williamson's Integral Calculus, containing Appli- 
cations to Plane Curves and Surfaces, with numerous Examples. 
12mo. 375 pages. 

Williamson's Differential Calculus, containing 

the Theory of Plane Curves, v^ith numerous Examples. 12mo. 416 
pages. 

Perkins's Elements of Algebra. i2mo. 244 pages. 

Inventional Geometry. Science Primer Series. 18mo. 

The Universal Metric System- By Alfred Colin, 

C. E. 12mo. 

D. APPLETON & CO., Pubf/ahers, 

NEW YORK, BOSTON, CHICAGO, SAN FRANCISCO. 



APP.LETONS' 

American Standard Geographies. 

BASED ON THE PRINCIPLES OF THE SCIENCE OF EDUCATION, 

And giying Spedal Fromlnenoe to fhe Industrial, Commereisl, and Fraotioal 

Featores. 



The remarkable Baccess which Appletons* Beaders have attained is dne 
to the fact that no effort or expense was spared to make them not only 
mechanically superior, but practically and distinctively superior, in their 
embodiment of the best results of modem experience in teaching, and of 
the methods followed by the most successful and intelligent educators. 
In the same spirit, and with the same high aim, this new series of Greog- 
raphies has been prepared, and it is in harmony, therefore, with the active 
educational thought of the times. 

The series comprises two books for graded schools. 

I. Appletons' Elementary Geography. Small 

4to. 108 pages. 

In this book the aim is to develop and present the subject in accordance with 
the Tiews of advanced teachers, and to embody the most natural and philosophical 
system* It treats the subject objectively, makes knowledge precede definitions, 
and presents facts in their logical connections, taking gradual steps from the known 
to the unknown. 

II. Appletons' Higher Geography. Large 4to. 

129 pages. 

In this volume, the aim has been to combine beauty of typography, usefuhiess 
of illustration, attractive maps, and every element of mechanical superiority, with 
a variety of original features, and the improved methods followed by the most 
successful teachers of the day. 

Prominence is given to a consideration of the leading Industries, as the results 
of certain physical conditions, and especially to Commerce, a feature which will 
not fail to be acceptable in this practical age. The pupil is taught to what the 
great cities owe their growth, the main routes of travel and traffic, where and how 
our surplus products find a market, whence we obtain the chief articles of daily 
use, and the exports which the leading commercial cities contribute to the world*s 
supply. 

The Maps challenge comparison in point of correctness, distinctness, and artistic 
finish. The Physical Maps, telling at once the whole story of relief, mineral re- 
sources, and animal and vegetable life, are, it is claimed, unequaled in usefulness, 
comprehensiveness, and beauty. 

D. APPLETON & CO., Pub/iehers, 

NEW YORK, BOSTON, CHICAQO, SAN FRANCISCO. 



( 



I 



